
APPLICATION FOR RECORDS DlSPOSlTlON STANDARD 
I ,i 

INSTRUCTIONS: Prepare in duplicate and fomard to the Records Management Analyst. Management Systems Division 

Department of Finance and Administration; 
Division of Contracts and Procurement 
Peachtree Summit, 401 W. Peachtree St. NE 
Atlanta, Georgia 30308 

~ 
. - 

4. Person to C o n t a l  

Allan B .  Johnson, Jr. 
. . __ _- . .. ._ - . -- -- 

7 Action Requested 
R Est;hl#sh Retention Schedule: record ill continue to accumulate. 
11. 0 Dispose of present accumulation; no fqrther accumulation anticipated. 
c. 0 Amend Application No. --- ___ Checkone: OChange; OSupercede; O v o i d  

3 
_I 

by title used in Office; if different) 

Latest Procurement Original Executed Contracts Files 
~~ 

8 .  Dates of Series 

Eailiest 

l9~7~2~-lEEE!eEE-. 
10. Division and Office Function What is the function of the Division and the Office in which this record serisr-ir created? 

The Division of Contracts and,Frocurement is responsible for developing, maintaining, a 
implementing Authority-wide purchasing procedures, consultant selection procedures, cen 
tralized contracting procedures, and all competitive bidding on contracts under MARTA A 

Specifically, the Division is responsible for the purchase of bus parts, materials and 
vices for transit operations; purchase 'of off ice supplies, furniture, equipment, miscel 
laneous services and concessions; administrative management and documentation for all 
consultant, construction and demolition contracts and federally-funded procurements; ma 
tenance of all official contract files, bidder's lists, vendor file directories, contra 
lists, and related special reports. The Division is responsible for the retention and 
maintenance of all contracts and related contract documents so that they are available 
audit and periodic review. 

Documents relating to: Executing *..- contractsto provide specific operational 

I 

I 
._____~-.._I._I_- __ ~- -- 
11 .  Record Series Description This file contains the following documents hCluds form numb% and titles, i lanv): 

Attach samples of the file. 

I items to the Authority. 

File is  arranged: Alphabetically by contractor name, then in Contract 
Proposal number sequence within contractor. 

- ~ I  . - . __ . - -.-._I 
records referred to which are: 

One to six months old 2~.=-19- ; Seven to twelve months old 1 - 5.- ; Thirtssn to twenty-four months old 0 : 1 
twentv.five months and older 0 .  

; 
7 

. = ~ .. .~ - 

~ ~i - ~ _ - _ _  .~ Letter-size drawers ~-; Lega-size drawers ; Shelves __ 2 -;Other (specif") - I - -, ._*  - 



*_ --- ~~ - 
,i ---% in the proper column1 n " ' 

_--I__.:__ ~ 

a. I s  this the ollicial copy of the series? , 

I f  not. where i s  i t ?  
-~ - . .~ ~ .-Aw- ~.. ~ 

~ .~ __.. .- 
h. Doer the seriei contain confidential information requiring security handlihg? II yes, cite I& or jegulation. 

If yes, where? 

Does the record series rdult in a computer printout? 

- ~ 
- __ ~- ~. 

series lor a majoc@ortion of ill regularly microfilmed? 
. _ _ ~  - -I- .~ __ . . _ _ . _ ~ _ _ ~ ~ _ _ _ I _ _ -  i .  

- ..-._I_~ -- 
~ 

- ~. 
15. Retention Requirements The following requires the series to be kept: 

d. Audit period years. 
e. Administrative need -_ years. 

a. State'Law - years. 
- years. b. Statute of limitation 

c. Federal law - . __ years. I. Federal retention instructions 

Attach sopy or excerl of laws or regulations. Explain administrative need. 

~- . __-_- _ _  -. 

16. Approved Disposition Instructions This nwncv recommends that the llle series Im cut o f f  at the end of  each: 

f 1 Calentlai Yeai: I.'] Fiscal Year: #Other --. .& then, 

0 Hold in the current files area 

0 Transfer to local holding area; hold ~ _ -  
0 Transfer to State Records Center; hold _____ vearfs); then 

0 Destroy. 
0 Transfer to State Archives l6r  permanent retention. 

~. . m o n t h ( s ) ~ . _ _  __ __ yearls); then 

- yearlsl; then 

Other lSpecifv1 

Hold i n  the  cur ren t  f i l e s  a r e a ' o n e  year a f te r  cont rac t  completion o r  as 
determined by tne Manager of Procurement Administration, 

Then: Hold f o r  th ree  years p a s t  
completion of MARTA p ro jec t  .; then destroy. 

t r a n s f e r  t o  Authority Records Center, 

These instructions apply to all prior i m l  luturr! .wxmulaiiorrs 0 1  1111. IPI,PT 

I 


